
 

 
Tip Sheet:  Suggestions for completing your  

Application for Qualification to EPAP 
 
All U.S. citizen eligible family members (EFMs) interested in participating in EPAP are encour-

aged to apply for qualification to the program during this open season, April 3 – 17, 2015.   

For details on the program, including required documents to submit with your application, 

please carefully review the information posted on www.state.gov/m/dghr/flo/c41174.htm. 

 
SIGN-IN OR CREATE A USAJOBS.GOV ACCOUNT 
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 Create or update your responses in the Profile tab. 
 Your responses here will pre-populate some questions later in your EPAP  

application. 

Select the boxes on the last page of the profile section to receive email notifications on the 

status of your application during the initial review.  If you do not select notifications, you will 

have to log in to your USAJOBS.gov account to confirm or check the status of your applica-

tion as it is reviewed for eligibility.  



CREATE OR UPDATE A USAJOBS RESUME USING THE RESUME BUILDER 

 
 A USAJOBS resume is the only type of resume that can be submitted with your applica-

tion.  Do not upload any other type of resume. 
 



SAVE YOUR DOCUMENTS IN YOUR USAJOBS.GOV ACCOUNT 
 
 When you submit your application for qualification to EPAP, you will be able to transfer 

them on the Gateway to State site as you complete your application.  If you do not save 
these documents to your USAJOBS.gov account, you will be able to upload them from your 
computer to the Gateway to State site when you complete your application. 



 You will be able to see all documents uploaded to your USAJOBS.gov account in the 
Saved Documents tab. 



COMPLETE YOUR EPAP APPLICATION  
 
The vacancy announcement will go live at 12:01 a.m. Eastern Daylight time on Friday, April 3, 
2015. 
 

Please note the following announcement anomalies: 

 Series/Grade – For simplicity in processing and because applicants are applying for quali-
fication to the program and not for consideration for specific positions, the vacancy  
announcement states FP-07.  The summary description in the announcement indicates 
the complete range of grades available in the program from FP-07 – FP-04.   

 Duty Locations – USAJOBS no longer allows the Department to advertise positions for 
worldwide availability, so although the announcement states, “Many Vacancies in  
Washington, DC” – all EPAP Professional Associate positions are only available at U.S. 
Missions abroad. 

 During the open season, you are only applying for qualification to the program, not for 
actual positions.   Once actual positions are advertised, the grades of those positions will 
be stated.  Qualification in an area however, is NOT a guarantee of receiving the full  
performance (advertised) grade of a position.  Salary will be determined at the time an 
offer of employment is made.  It will be determined by a bureau HR Specialist based on 
the advertised grade of the position and the individual's educational background and 
work experience. 

https://www.usajobs.gov/GetJob/ViewDetails/397860900


Key Steps: 
 
 Once the vacancy announcement is open on www.usajobs.gov you can submit your ap-

plication by clicking the Apply Online button on the vacancy announcement.  

 Select the USAJOBS resume and any required documents you have saved in your USA-
JOBS.gov account to be uploaded to your application.  (see picture next page) If you 
have not saved these documents to your USAJOBS.gov, you will be able to upload them 
from your computer to the Gateway to State site when you complete your application. 

 Note: saving documents to your USAJOBS.gov account does not automatically up-
load them to your EPAP application.  You will have to do this when you complete 
your application on-line. 

http://www.usajobs.gov


 Click the Apply for this positon now! button 
 You will be directed to the Gateway to State site. 



 If you are not directed to the Gateway to State site, refresh or check your browser 
settings and/or try a different browser to access the portal.  Internet Explorer, especially 
from a Department of State computer, does not always connect properly to the site.  If 
you do not reach the Gateway to State site, you will not be able to complete or submit 
your application for qualification to the program. 



 Review the information on this page and note the countdown clock indicating the time 
remaining to submit your application. 

 
 Click the Apply to the Vacancy button 



 In addition to submitting a USAJOBS.gov resume and required documentation, you will 
also respond to several sets of questions while in the Gateway to State site: 

 The first set of questions will ask about your current or past federal employment.  
If you are currently working or have previously worked for the federal government, 
refer to your most recent SF-50 to respond to these questions.  If you have ques-
tions, contact your HRO at post or the EPAP Coordinator at 
FLOaskEPAP@state.gov. 

 Some of your responses to these questions will be pre-populated based on your  
responses to the questions in your profile. 



 The second set of questions asks about the series, grade and location of the position.  
Refer to the information at the beginning of this document on announcement anomalies. 



 The third set of questions confirms your eligibility for the program and allows you to in-
dicate in which areas you are requesting qualification.   You may select as many areas for 
qualification as you are interested in and would accept a position in, if it were offered.   



 Upload the required documents (see the vacancy announcement and/or information 
posted on www.state.gov/m/dghr/flo/c41174.htm for details) 

 Note: documents are only accepted by uploading them with your application, you 
may NOT fax documents.  They will not be accepted. 

http://www.state.gov/m/dghr/flo/c41174.htm


 The final set of questions includes demographic information pre-populated by your re-
sponses in your profile. 



 Verify that you have answered all of the questions and attached all required documents 
to your application prior to the closing date.  

 Click the Finish button to complete your application.  
 You must meet all the qualification requirements and submit all required supporting doc-

umentation by the closing date of the vacancy announcement, Friday, April 17, 2015, 
11:59 p.m. Eastern Daylight time.   

 Applications received without required documents will be deemed ineligible.   
Applications and documents cannot be submitted after the deadline. 



 If you wish to make any changes to your responses or documents, you can do so by going 
back into the application and follow the prompts to review your submitted application 
before the closing date of the announcement.   







 Be sure to click the Finish button to complete and submit your application. 
 
 You should allow at least three to four hours to complete your application package and 

are encouraged not to wait until the deadline to submit your application. 
 
 Check the status of your application before the closing date of the announcement:  
 Logon to your USAJOBS account. 
 Click on the "Applications" tab and locate the position. 
 Under the "Application Status" column click on the "more information" hyperlink. 
 You will then be transferred to the "Gateway to State" application detail screen. 
 Under the "Vacancy Status" column it will show you the status of the vacancy announcement (e.g., if 

your application was received, whether the job was cancelled, if the vacancy was filled, etc.); 
 Under the "Application Status" column it will show you the status of your application (e.g., incomplete 

application, not qualified - lacks specialized experience, not eligible, referred for consideration, select-
ed, etc.). 

 Click the "Return to USAJOBS" radio button to return back to USAJOBS.  

 If the status of your application states: Application Status Not Available, be sure to follow 
the steps above and confirm your application was completed in the Gateway to State 
site. If you have confirmed your application is complete in the Gateway to State site, click 
the update application button and your status should be updated to Application Re-
ceived.  If the status does not change, contact the Monster Help Desk as indicated above. 

 
If you encounter a technical problem with the USAJOBS site, please contact the Monster 
Help Desk at (866) 656-6830 or mgshelp@monster.com. 
 
For general information, please see FLO's website: www.state.gov/m/dghr/flo/c41174.htm 
or contact FLOaskEPAP@state.gov. 
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